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MERCRANDUM FOR: Chief, Benefits and Bervices Divisicn

BUBJRCT + Beporting Bsployee Emergencies

REFERENCE 1 Memo fx DB/S to D/Pers, DBfSes, and C/Med Staff atd 28 Oot 63,
same subject (copyattmhods

1. BReferenced memoranium establishes the use of & nev Form 90la for
reporting employee emargencies to senior Agency officials. Use of this
foram is intended to replace the presant system for notifying such officisls
by telephone.

2. 4s indicated in the attached memorandum, Form $0la will be originated
in the O0ffice of Parsonnel, the 0ffice of Security, or the Medical Steff,
wvhichever receives first report of the emergency, and sent vis pneumatic tube
to the Deputy Director (Bupport), the Executive Director, the office of the
Baputy Director concerned, and such other officials as appropriats.

3. Within the Qffice of Perscanel, Forn 90la will normally originate
in the Beneflits and Bervices Division tut will be forwarded to the Executive
Assistent for release. The Executive Assistant will determine vhat further
distritution shall be made on the basis of the significance of the emergency
and the parties of probable interest. The minimum copy requirement will be
original and four with the undergtanding that most ineidents will be routinely
reported to the Deguty Director (Support), the Bxecutive Director, the Deputy
Mirecior concerned, and the Chief, Medical Staff or the Director of Security.
One file copy will bde retained in the office of the Director of Persomnel.

k. Initially, it 18 requested that you initiate Yorm $0la to cover any
incident of the type previcusly raported to this office by telephone even

though it mey not appear of sufficient significance or urgency to warrant
further reporting.

5. Inooming Forms S0la received from the Office of Security or the
Madical Staff will be soreened by the Executive Assimtant to bring to my
attention those of special urgency or importance and forwarded to you.

€. None of the above procedure is intended to modify or interrupt your
rrosent excellent relationships in coordinating these matters with the Office
of Security, Medicel Staff, Central Cover, and the cperating components
sonoerned.

/8/ Eomott D. Eehols

Paett D. Bohols
Brector of Parsounsl

Attectments: A8
Distribution:
0 & A"~ Addressee w/atts
1 - D/Pers subj w/atts

L - D/Pers chrono w/atts
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MEMORANDUM FOR: YDirector of Personnel
Director of Security
Chilef, Medical Staff

SUBJECT o Reportiﬁg Employee Emergencies

1, For several years we have been using a system of reporting employee
emergencies by telephone, as the emergenciles occur, to this Office and to the
Office of the Executive Director as well as to other interested components of

the Agency, Iam told that each of you has a separate and, in some cases

y &

somewhat more formalized system for having emergencies reported to you,
For the most part, Iam sure that these systems work entirely satisfactorily,
There are, however, times when the system of telephone commumication to
this Office and to the Office of the Executive Director does not completely
serve its purpose to everyone's satisfaction, With a view toward {mproving
our average for customer satisfaction, I have had a form developed for use

by each of your offices in reporting employee emergencies sinnultaneously to
this Office, the Office of the Executive Director, the Office of the other Deputy
Director concerned, and individual supplementary distribution as determined

by the originator which might include, for example, the Assistant to the
" Director for public information.

2, Ihave no desire to disturb your existing internal reporting systems

nor to superimpose a new system over them, The objective is to provide
method somewhat more systematized than a series of telephone calls to
permit simultaneous reporting to all interested parties. Using this form,

a

whichever of your offices receives information about an employee emergency
first would complete the required mumber of coples of the form and distribute
them immediately and simultaneously through the pneumatic tube system, -

lowing martiing fn time for the information to be recetved no later than

T

0845, A few examples of the kind of thing I have in mind may {[lustrate the

purpose:

a. Recently an employee who was supposed to be away for the:
weekend visiting relatives turned up in a Midwest jail. This tfor-
mation came to the Agency via the Office of Security. To report

this: information using the new form, the Security Officer who recetved

the tnformation would complete the attached form in enough coples to
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notify the Deputy Director (Support), the Executive Director, the Deputy
Director of the companent to which the employee was assigned, the
Director of Personnel, and the Assistant to the Director. If the infor-
mation had been recelved by the Office of Securtty during the night,

the form would have been completed and dispatched by pnenmatic tube

to the addressees at 0830 in the morning,

b. A senior employee enrolled in an OTR course glven at the
_Headquanersbuﬂdlngbecamusuddenlym, and the Medicel Staff
was summoned {mmediately, In thia case, the Medical Officer would
have completed the form, without divulging any professional confidences,
and had {t distributed by pneumatic tube immediately to the Executive
Director, the Deputy Directnr (Support), the Director of Personnel,
and the Deputy Director of the component to which the employee was
aseigned, In this case, there would be no need to notify the Director
of Secyrity or the Assistant to the Director.

C. An employee suffered a heart attack while off duty and away
from the Headquarters bullding. The Office of Personnel was the first
component to receive the report of this incident, The new form would
be completed by the Office of Personnel in enough copies to make .
simulraneous distribution to the Rxecutive Director, the Deputy Director
(Support), the Deputy Director concerned, and the Chfef, Med{cal Staff,
In this case, notification to the Director of Security and the Assistant
to the Director would be discretionary and decided sccording to the facts
and gpeclfic circumstances of the incident,

The Office of Personnel has a supply of thege forms and will make them
available upon request. Until we have some experience with the use of these
forms and introduce reflnements which will, no doubt, be desirahble, the
genexral rule of thumb should be: when in --report, Meanwhile, if you
have any questions please discuss them with[  |who can be reached

Unless you have some specific objection I would like to tart using this
new system immediately, '

L. K. White
Deputy Director
(Support)

Attachment: |
Report of Employee Emergency Form

SECRET
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